
CHART SHOWING PROCEDURAL OPTIONS FOR THE PURCHASE OF 

GOODS AND SERVICES BY COUNTY EMPLOYEES 

 

Cost < $2,500 
Check state 

contract pricing; 

quotes 

encouraged 

Cost $2,501 to 
$10,000: check 

state contract. 2 
verbal or 
written quotes 
required 
Purchase Order 

Required 

Cost $10,001 
to $30,000: 

check state 

contract. 3 
written quotes 
required. 

Written contract 

and purchase 

order required. 

Cost: $30,001 
up to $50,000: 

Check state 

contract pricing 

Use written RFQ 

solicitation. 4 
written quotes 
required. 

Written contract 

and Purchase 

Order required 

All Price Levels: 

Cooperative 

Procurement May Be 

Used. Pricing is that 

which has already 

procured by the State 

(“State Contract”), 

another locality, or the 

federal government for 

specific goods or 

services. No local 

procurement procedures 

are required. Purchase 

Order Required. Written 

contract may be required. 

Cost > 
$50,000: 
If use of 

cooperative 

procurement 

is not 

desirable or 

beneficial, 

then 

 
IFB or RFP 

MUST be 

issued by 

County 

Administrator 

and Virginia 

Code 

procedures 

MUST be 

followed. 

Select vendor 

offering 

optimal 

combination of 

price, quality 

and 

specifications 

County MUST 

utilize the 

vendor who 

holds the state 

contract, or the 

contract with 

another locality 

or federal 

government 

IFB: select 

vendor offering 

the lowest bid, 

based on specs 

set out in the 

IFB 

 

RFP: select 

vendor who 

submitted best 

proposal, based 

on criteria set 

forth in RFP 

Identify Goods or 
Services Needed, 
Estimate Cost of 

Total Purchase (All 
Phases) 


